Attachment A to Adm Meno No. 35

Ceneral Instructions for Submtting 2002-2003 Exit data

Exit dates nust be between July 1, 2002 and June 30, 2003.
The Departnent of Education’s SpedSys special education
data systemis to be used for subm ssion of data on
students exiting the educational system

Specific Instructions for Submtting 2002- 2003 Exit data

When you are ready to submt your exit file, log onto
SpedSys using the Single Sign On for Wb Applications
process, and click on the Special Ed Exit option in the
Wel come screen (not Special Ed Menbership or Special Ed
Tuition Rei nbursenent).

In the required data screen, for each student who has
exit ed:

1. Sel ect the appropriate exit category fromthe
table in the exit category field

2. Enter the exit date (correct format nust be used:
mm dd/ yyyy)
3. Renenber to “save” data changes before exiting

the system

I nstructions for creating the exit extract file in SpedSys:

1. In the Inport/Extract Screen, inport your data
file (if not already inported).

Go to the Required Data Screen (any student record).
3. Click on the Validate button.
4. Sel ect Exit validation.
5. If the validation step identifies data errors,
correct the errors and save the file. Validate

the data again to confirmthat there are no
errors, then proceed.



6. In the I nport/Extract Screen, enter the user’s e-
mai | address.

7. In the I nport/Extract Screen, click on Type of
Extract File.

8. Fromthe Type of Extract File table, select Exit
SIMF.

9. In the I nport/Extract Screen, click on Create
Extract. The Extract SMF File created wll be
stored in the sane folder from which the user
inmported the data file. Check the file |ocation
in the Extract File Nane field.

10. The programw || display the nunber of records
included in the Exit Extract. To be included in
the extract file, records nust have a valid exit
code and the exit date nust fall within the
appropri ate range.

I nstructions for submtting the extract file to DOE

1. M nim ze the school division application.

2. Return to the DOE SpedSys Wb site.

3. In the DOE Wb site SpedSys Wl cone Page, click
on submt dat a.

4. In the submt data page, click on the browse
but t on.

5. In the browse wi ndow, go to the folder that

contains the Exit extract file.

Note: When you are in the correct folder, you may have to
select “All Files” to display the exit extract file.

6. Hi ghlight the exit extract file, and click open
(or double click on the file).

7. In the Data Subm ssion page, click on Submt File
to DCE.
8. Wait to receive confirmation that the file was

transmtted to DOE



10.

11.

12.

13.

14.

After receiving confirmation, click on Status
Tr acki ng.

You wil| probably see a nessage “Data Not yet
Val i dat ed”.

After the file is validated, you will see either
“Successful” or “Errors”. An e-mail nessage wll
be sent notifying the sender of the status of the
file.

If your file has no errors, you are finished.

| f you see the word “Errors”, the file you
submtted has sone incorrect data and your file
has not been accepted. dick on the word
“BErrors” to get a listing of what needs to be
corrected (if you validate your data, you should
get the sane listing of errors).

After correcting any data errors, follow the
extract creation steps again. After creating a
new extract file, follow the subm ssion steps
again until you have a successful subm ssion.

Cont act Paul Raskopf at 804-225-2080 or send e-mail to
praskopf @mi | . vakl2ed. edu i f you need assi stance.



